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Section 1

Introduction

This manual provides instructions on how to use the Case Management/Electronic
Filing System (ECF) to file documents with the court or to view and retrieve docket
sheets and documents for all cases assigned to this system. Users should have a
working knowledge of Microsoft Internet Explorer or Mozilla Firefox, and a Portable
Document Format (PDF) program (e.g., Adobe Acrobat), as well as their word
processing software and file management.

Assistance

The court’s operating hours are from 8:00 a.m. to 5:00 p.m., Monday through Friday.
For help regarding pending cases, contact the Case Administrator assigned to the case.
Case Administrator assignments may be found on the court's website
(www.mssb.uscourts.gov) under the tab Contact Us > Contact Information.

Resources (www.mssb.uscourts.gov)

Electronic Case Filing tab: Contact Us tab:

Guides available for download: Contact Information:

e Administrative Procedures for e Case Administrator by Chapter &
Electronic Case Filing Digits

e ECF e-Orders Attorney Guide e Adversary Case Administrators &

e ECF Attorney Guide Chambers Staff

e ECF Limited User Guide e Supervisors & Administrative Staff

e ECF Docketing Guide — Transcribers

e Email Notification to Debtors

Additional Filing Resources:

ECF Login

Public Access

ECF Registration

ECF Docketing Guide
Procedural Flowcharts
Emergency Filing Procedures
ECF e-Orders Materials
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ECF System and PACER System

Electronic Filing System (ECF) allows registered users to perform the following
functions:

e File documents in cases electronically
e Maintain user account information

Public Access to Court Electronic Records (PACER) system provides registered
PACER users access to:

e Query and Report features in ECF system
e View and print documents filed in the ECF system

To register for a PACER account, contact the PACER Service Center at (800) 676-6856
or online at www.pacer.gov for additional information.

Hardware and Software Requirement

The hardware and software needed to file, view, and retrieve case documents
electronically are:

e A personal computer running a standard platform such as Windows or Macintosh
operating system;

e An Internet service provider;
e Microsoft Internet Explorer version 7 or 8;

e Firefox 3.5;
e A word processing application such as WordPerfect or Microsoft Word,;

e Portable Document Format (PDF) software (such as Adobe Acrobat) to convert
documents from the word processor format to PDF;

e Adobe Acrobat Reader, which is available for free, for viewing PDF documents;
and,

e A scanner to convert paper documents to electronic format.

ECF Registration

To utilize the ECF system fully, users must be registered to use both the court’'s ECF
and the PACER system. Users with an existing PACER account may continue to use it
and need only register with the court to use ECF.
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Users must register with the court to receive a login and password for the ECF system
by completing the registration form available for download from the court's website
(www.mssb.uscourts.gov), and either emailing the signed form to
MSSB_IT@mssb.uscourts.gov, or by mailing or hand delivering the form to:

Mailing Address: Physical Location:

Clerk, U.S. Bankruptcy Court Clerk, U.S. Bankruptcy Court
Southern District of Mississippi Southern District of Mississippi
Attention: ECF Registration Attention: ECF Registration
P. O. Box 2448 501 E Court Street, Suite 2.300
Jackson, MS 39225-2448 Jackson, MS 39201

Mailing Address & Physical
Location:

Clerk, U.S. Bankruptcy Court
Southern District of Mississippi
Attention: ECF Registration

Dan M. Russell, Jr. U.S. Courthouse
2012 15th Street, Suite 244
Gulfport, MS 39501

ECF Account Information

Registered users are responsible for updating their mailing addresses and emalil
addresses on-line through the ECF system. (See Section 6 Utilities, Maintain Your ECF
Account.)

Passwords

The court will assign each registered user a system password. Users may change their
password. The password is case sensitive, and must have a minimum of eight
characters, including upper and lower case characters and one number or special
character (e.g. !|@#%$%). Once registered, the user is responsible for all documents filed
with his/her password.
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Documents Filed in Error
A document incorrectly filed in a case may result from:

1. Posting the wrong PDF file to a docket entry;
2. Filing documents in the wrong case;
3. Selecting the wrong event.

Once a document is submitted electronically, it becomes part of the court file, and
corrections may be made only by the Court and/or the Clerk’s office. The system will not
permit the filing party to make changes to the document(s) or docket entry once the
transaction has been accepted, and the filer should not attempt to re-file the
document(s).

As soon as possible after an error is discovered, the filing party should contact the Case
Administrator assigned to the case in the Clerk’s office, (601) 608-4600 for Jackson and
(228) 563-1790 for Gulfport, with the case number and document number for which the
correction is being requested. A complete list of Case Administrator assignments can
be found on our website at www.mssb.uscourts.gov under Contact Us > Contact
Information. If appropriate, the Clerk’s office will make an entry on the docket indicating
that the document was filed in error, or otherwise describing the error. The Clerk’s office
will inform the filing party of the corrective steps which need to be taken to correct the
error.

Signatures

Pursuant to Miss. Bankr. L. R. 9011-1, the user's name under whose login and
password the document is submitted must be displayed as an image of a signature or
by a “/s/” and typed in the space where the signature would otherwise appear

(e.q., /s/ Jane Doe).

Documents filed that require an original signature under any rule or statute must be filed
electronically, with originally executed copies maintained by the ECF filer for one year
after the case is closed in the bankruptcy court.

CM/ECF System Access

Users may access the system via the Internet (https://ecf.mssb.uscourts.gov), or the
Court’s website (www.mssb.uscourts.gov) by selecting the menu headings Electronic
Case Filing> ECF Login.
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Section 2

Logging into ECF

Go to: https://ecf.mssb.uscourts.qgov

Click the ECF hyperlink: Southern District of Mississippi - Document Filing System

Welcome to the U_S. Bankruptcy Court for the Southern District of Mississippi

Southern District of Mississippi - Document Filing Svstem

There are no special notices at this time.

R4February2012
Court Information

CM/ECF Filer or PACER Login

CM/ECF Filer or PACER Login

Notice
This is a Restricted Web Site for Official Court Business only. Unauthorized entry is prohibited and subject to prosecution under Title 18 of the U.S. Code. All activities and
access attempts are logged.

Instructions for viewing filed documents and case information:

If you do not need filing capabilities, enter your PACER login and password. If you do not have a PACER login. you may register online at http2/www.pacer.gov.

Instructions for filing:
Enter your CM/ECEF filer login and password if you are electronically filing something with the court.

Authenticati
uientication IMPORTANT NOTICE OF REDACTION RESPONSIBILITY: Al filers nmst redact: Social Security or taxpayer-

Login: identification numbers; dates of birth: names of minor children: and financial account numbers, in compliance with Fed R Bankr.

Drearoni P. 9037, This requirement applies to all documents, including attachments.

Client
code:

Notice
\An access fee of $0.10 per page or $2.40 per document with an andio attachment. as approved by the Judicial Conference of the United States, will be assessed for access
to this service. For more information about CM/ECF. click here or contact the PACER Service Center at (800) 676-6836.

["] T understand that, I file, I must comply with the redaction rules. I have read this notice.

CM/ECF has been tested and works correctly with Firefox 3.5, Internet Explorer 7 and 8.

Remember: Enter your ECF login and password to file documents in a case. Do
not enter a Client code.

Enter your PACER login and password to view or print a document

from a case. You may enter your PACER client code to organize
your PACER monthly bills.
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Enter your ECF login and password in the appropriate fields (login and passwords are
case sensitive).

Next to the login and password fields, read the redaction notice; check the box

acknowledging you understand the redaction rules and you have read the notice; click
Login.

Instructions for filing:
Enter your CM/ECTF filer login and password if vou are electronically filing something with the court.

Authenticati
o TMPORTANT NOTICE OF REDACTION RESPONSIBILITY: All filers must redact: Social Security or taxpayer-

Login: cmderouen identification munbers; dates of birth; names of minor children; and financial account numbers, in compliance with Fed. F. Banksr.
Password: sessssssss P_9037. This requirement applies to all documents, including attachments.
Ec‘,lde 21 /| I understand that, if [ file, I must comply with the redaction rules. I have read this notice.

CM/ECF Menu Bar

ECF provides the following features that are accessible from the ECF blue main menu
bar at the top of the screen.

EECF Bankruptcy ~ Adversary ~ Reports ~ Utilities ~ Search

Bankruptcy: File a claim and other creditor-related documents in a bankruptcy case
electronically.

Adversary: No options available for Creditors.

Query: Search by specific case number, party name, Social Security number or tax
I.D. and to retrieve documents that are relevant to the case. ECF redirects
you to the PACER login page.

Reports: Retrieve claims registers. ECF redirects you to the PACER login page.
Utilities: View your ECF account information and maintain your ECF account
information.
Search: Search Menus and Events by entering key words.
Logout: Exit from ECF. ALWAYS log out after completing a session.
= Clicking the help icon will display a help box with additional information for the
{J' particular screen you are viewing.
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Section 3

Common Filings

Proof of Claim

A proof of claim filed by a creditor that designates a mailing address constitutes a filed
request to mail notices to that address. Fed. R. Bankr. P. 2002(g)(1)(A)

Step 1
Step 2

SECF

Log into ECF. See Section 2
From the main menu bar click Bankruptcy

Step 3

Step 4

Bankruptcy ~ Adversary ~ Reports ~ Utilities ~ Search Logout

Click File Claims

Bankruptey Events

Claim Actions

File Claims <—
Creditor Maintenance. .

Search for Creditor: Enter the case number, name of creditor, and choose the type of

creditor. For a list of all the creditors, leave the Name of creditor and Type of creditor
fields blank; click Next.

Search for Creditor

Case Number 1:12-bk-50025
MName of creditor

- Creditor
SlEsEEl Administrative

20 Largest Unsecured Creditors =

m|

ox] [Goar]
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Step5  Select Creditor: Click the down arrow to view all creditors that have been added to that

case. Click the creditor for which you are filing this claim; click Next.

|Select a Creditor for Claim

Case 12-50025: Randy McGee

(select a creditor)

[Next | [ Clear | T

Select a Creditor for Claim

Case 12-50025: Randy McGee
COMMUNITY BANK - P O BOX 5513 MERIDIAN MS 39302 - 14344 (Creditor)

If the creditor's name or address is not listed exactly as it appears on your proof of claim,
click Add Creditor. (See 5a to add a creditor).

Select a Creditor for Claim

Case 12-50025: Randy McGee
| COMMUNITY BANK - P O BOX 5513 MERIDIAN MS 39302 - 14344 (Creditor)

Edit Credstor

i

[ et | [ Cloar |

Step 5a  On next screen enter case number, click Next.

Creditor Processing

Case Number

[1-12-bk-50025 |
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Enter the Creditor's name (from claim form Part 1 Line 1). Below the creditor's name enter
the noticing information (from claim form Part 1 Line 3) and click Next.

Creditor information added to the case Claim information provided on claim
[Case 12-50025 already contains creditors!
Identify the Claim
Case number 12-30023 Randy McGee 5
Name may be 50 chavacters. Address may be 3 lines, 40 characters each 1+ Who s the current Community Bank
More than one creditor may be entered, Separate creditors with a blank line. "

Name of the current ereditor (the person or entity to be paid for his ola

a ty Bank
Community Bank Gther names the creditor used with the debior
Ridgway ociates

Name and Address .o ox

- - . 2. Has this claim been o o
Gulfport, MS 39225 acquired from
someons else? O ves. From whom?
i i ?
Creditor type ‘ Creditor V] 3. Where should notices Where should notices to the creditor be sent’

and payments to the
Creditor committee ® No () Yes Entity creditor be sent? Ridgeway & Associates

Federal Rule of m
Bankruptcy Procedurs N

(FREP) 2002(q) P.0. Box 0090
Number Strest
Gulfport MS 39225
City State ZIP Coda

Click Submit on the next screen to add the creditor.
Add Creditor(s)

Total Creditors Entered 1

Attention!! Submitting this screen commits this transaction. You will have no further opportunity to modify this submission if you continue.

The Creditors Receipt screen appears; select File A Proof Of Claim.
Creditors Receipt

|Case Number ||1:12-bk-50025|
| Total Creditors Added to Database|[1 |

[File A Proof Of Claim
[Feturm To Creditor Maintenance Menn

At the next screen (Search for a Creditor) verify case number; click Next
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S.D. Miss. Bankruptcy

Step 6

Select Creditor: Select the creditor for which you are filing this claim and click Next.

Select a Creditor for Claim

Case 12-50025: Randy McGee
Communil

Add Creditor

Edit Creditor

Add Common Creditor

Bank - Ridgway & Associates P.O. Box 0090 Gi

port, MS 39225 - 16412 (Creditor]

Creditor Verification screen. A dialog box appears asking if the selected creditor is correct,
click Yes.

No claims have been filed on behalf
of creditor
Community Barnk
Ridgway & Associates
P.O.Box 0090
Guifport, MS 39225

Is this the correct creditor?

Proof of Claim Information screen. Enter the information that is provided on the claim;
click Next.

Case Number: 12-50025

Proof Of Claim Informardon For

16412 - Community Bank
Ridgnay & Asociates
P.0. Box 0090
Culfport, MS 39228

Last Dte Ta File:

Last Date To Fils{Gent):

Asmeeds Claim 8. [
Due Eiled: [03292016 | ]

Filed By-
Craditar w

Claimed
Amcant Claimed Secured Prioeity
Buter tha Toal Bmbnt Pl patifow Em E vl Hrast o port gfyour cliim & PRl 8 pravesdy. ]
Cizm e of Diate Ceze Frnd o 3 H‘g‘r’-‘\!m‘
L e e gents Bz 4 pu iz rz § ou pisom)
wrireend & subwen)
Allowed
Amecusnt Allewed Secured " Priority
Tevcriptaon
Remarks:

(Amend options:  Clear Amosaits,

et | [ Cloar |

Feemarks

Clear All Amosaits.

Amends Claim #: When filing an amended claim, click Find to display filed claims. To view
the creditor’s address hover the cursor over the creditor's name or claim; select the creditor

by name or claim number. The values from the original claim will populate on the next
screen; update the information provided on the amended claim.

Filed by: Select the type of person filing the claim.

Claimed: Enter the appropriate amounts.

Description: Enter a short description of the claim (optional).
Remarks: Enter a remark (optional).

Amend options: Click a radio button to clear the values.

l1|Page



ECF Guide for Limited Users
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Step 7

Step 7a

On the next screen, click Browse and attach the PDF document of the proof of claim. If
there are no additional attachments click Next. (See Step 7a to add attachments).

Case 12-50025
Filename

Browse

|Attachments to Document: @ No ' Yes
[Have you redacted?

Note: Always review PDF documents before uploading in the system. The PDF should only

contain the document you are uploading.

Attachments to Document: If there are additional attachments click the Yes radio button;

then Next.

12-50025

Filename

nents\ol = [( V)

|Attachments to Document: No ® Yes e

[Have you redacted?

| Next H Clear J

|Attention!! itting this screen its this ion. You will have no further opportunity to modify this submission if you continue.

1) Browse and select the PDF document for the additional attachment.
2) Select a Category from the drop down list and/or input a description in the Description

field.

3) Click Add to list. Repeat the process for additional attachments and click Next when all

attachments are uploaded.

Select one or more attachments.

Case 12-50025

1) Select the PDF document that contains the atrachment.
Filename

Wmssbioperations\TRAININGICM New Us

2) Fill in the fields below.
Category and/or Description
Supplement - Attachment

3) 4dd the fllaname to the list box balow. [fyou have mors attachments, go back to Step 1. When the list of filenames is complets, click on the
Next button.

C-\fakepath'\Exhibits_pdf Add to List

Artention!! Submitting this screen commits this transaction. You will have no further opportunity to modify this submission if you continue.

Have you redacted?

Next
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Step 8

S.D. Miss. Bankruptcy

Notice of Electronic Claims Filing screen: Provides a link to the document, case docket,

and claims register.

T.8. Bankruptcy Court [TRAIN]
Southern District of Mississippi
[Notice of Electronic Claims Filing

[The following transaction was received from Derouen, Collette on 3/20/2016 at 12:35 PM CDT

[File another claim
Case Name: Randy McGee
Case Number: 12-300235
Community Bank
Creditor Name: ilgg;::ms sociates
Guifport, MS 39225
Claim Number: 8 Claims Register
Amount Claimed: $300.00
Amount Secured:
Amount Priority:

[The following document(s) are associated with this transaction:

12-50025 Notice will be electronically mailed to:

12-50025 Notice will not be electronically mailed to:

Citibank

Citizens Bank
[Post Office Box 829
[Columbia, MS 39429

| Attorney Htwo on behalf of Debtor Randy McGee

[MONEY NOW GPT
412-A PASS RD
JGULFPORT,

honey Now
10068 Central Ave
[DTberville, MS 39540

|Zane Woodring
[Woodring, Kraft & Miller
142 E. Milk Street
[Boston, MA 02144
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S.D. Miss. Bankruptcy

Withdrawing a Proof of Claim

Step 1 Log into ECF. See Section 2
Step 2 From the main menu bar click Bankruptcy

Bankruptcy ~ Adversary - Reports ~ Utilities ~

Search

Step 3 Under Bankruptcy event category select Claim Actions

Bankruptey Events
Claim Actions <

File Claims
Creditor Maintenance.

Step 4 Input Case Number, click Next

File a Claim action

Case Number
1:12-bk-50050

I Next] I Clear I
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Step 5 Select Withdrawal of Claim; click Next.

File a Claim action
12-50050-KMS Albert Desacone

Type: bk Chapter: 7v Office: 1 (Gulfport Divisional
Office)

Assets:n Judge: KMS Case Flag: CrsUpld, RifStay,
DEFER

| Start typing to find another event. Hold down Ctrl to add additional items.

Available Events (click to select events) Selected Events (click to
Notice of Mortgage Payment Change (Mo Proof of Claim Filed) - |Withdrawa| of Claim

Notice of Postpetition Mortgage Fees, Expenses, and Charges

Notice of Postpetition Mortgage Fees. Expenses, and Charges (No Proof of Claim Filed)
Objection to Claim

Objection to Transfer of Claim

Reaffirmation Agreement

Reaffirmation Agreement Cover Shest

Reclassify Claims

Response to MNotice of Final Cure Payment Rule 30021

Response to Notice of Final Cure Payment Rule 3002.1 (No Proof of Claim Filed)
Satisfaction of Claim

Transfer of Claim (no Waiver)

Transfer of Claim (with Waiver of Notice)

Withdraw MNotice of Postpetition Mortgage Fees, Expenses, & Charges | 4
awal of Claim =

m
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Step 6 Click Next twice

File a Claim action:

12-50050-EMS Albert Desacone

Type: bk

Aszetsin

Clear

File a Claim action:

12-50050-EMS Albert Desacone

Type: bk

Assets:n

Select any additional attorney(s)

-

Derouen, Collette [Debtor]
Test, Attorney [Creditor]

Chapter: 7v

Judge: KMS

Chapter: 7v

Judge: KMS

Click an attorney to see the party s'he represents

[tvpe of party shown in brackets]

—>  [Next] [ Cear ]

Pop up dialog box appears, stating you have not selected an attorney, click OK, then

Next.

-

The page at https://ecf-train.mssb.uscourts.gov says:

j. Mote you have not selected an attorney.
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Step 7 Select the creditor that filed the original claim and click Next or click Add/Create New
Party.

File a Claim action:

12-50050-KMS Albert Desacone
Type: bk Chapter: 7 v

Assets:n Judge: KMS

Select the Party:

Desacone, Albert [Debtor] ~| Add/Create New Party
Lentz. Kimberly R. [Trustee]
Newton Used Cars, [Creditor]
Safeco, [Creditor]

Woodring, Zane [U.S. Trustee]

Add/Create New Party: Search for party name. If the creditor is not listed exactly as it
appears on the original claim, click Create a New Party.

[Search for a party
SSN / ITIN Tax ID / §]

Last/Business name |

First Name
Middle Name

Search

Party search results

American Express
American Express Centurion Bank

Select name from list ] [ Create new party

Create a New Party. Enter the Creditor's name and address and select Creditor (cr:cr)
from the Role pick list. Click Submit.

Party Information
Last name AMERICAN EXPRESS First name
Middle name Generation Title
SSNATIN 900900000 Tax IVEIN 12-1234567
Office Address 1 POBox981537
Address 2 Address 3
City ElPaso State TX Zip 79998
County - Country
Phone Fax
E-mail
Role : Creditor (crcr) -
Party text
% | Submit | | Cancel ‘ ‘ Clear | | Corporate parent/ affiliate...

17|Page



ECF Guide for Limited Users

S.D. Miss. Bankruptcy

Step 8 Select the creditor; click Next
File a Claim action:
2-50050-KMS Albert Desacone
|Type: bk Chapter: 7 v
|Assets: n Judge: KMS
Select the Party:
] Add/Create New Party
Desacone, Albert [Debtor]
Lentz, Kimberly R. [Trustee]
MNewton Used Cars, [Creditor]
Safeco. [Creditor]
Woodring, Zane [U.S. Trusteg]
Click Browse and attach your PDF.
Note: Always review PDF documents before uploading in the system. The PDF should
only contain the document you are uploading.
File a Claim action:
12-50050-KMS Albert Desacone
Type: bk Chapter: 7 v
Assetsin Judge: KMS
Filename
Attachments to Document: @ No Yes
Select the claim you are withdrawing; click Next.
12-50050-KMS Albert Desacone
Type: bk Chapter: 7 v Office: 1 (Gulfport Divisional
Office)
Assets: n Judge: KMS Case Flag: CrsUpld, RIfStay,
DEFER
Select claim(s) from list
Claims Selected: 1
Creditor name Claim # Amount claimed  Date filed
AMERICAN EXPRESS  (14534) 1 $32.561.00 Gz
BANK OF AMERICA  (14536) 3 5189, (14534)
PO BOX 981537
CHASE  (14537) 14 s El Paso TX 79998
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Step 9

Step 10

Select Withdrawn from the pick list; click Next.

File a Claim action:

12-50050-KMS Albert Desacone

Type: bk Chapter: 7v
Assets: n Judge: KMS
Claim No. 1:

Status

Select Withdrawn from the pick list.

S.D. Miss. Bankruptcy

Review docket text and add any additional text as needed. If the docket text is not correct,
abort the transaction by clicking on any option from the CM/ECF main menu bar.

Click Next to continue.

File a Claim action:

12-50050-KMS Albert Desacone

Docket Text: Modify as Appropriate.
Withdrawal of Claim(s): 1

Type: bk Chapter: 7 v

Assets: n Judge: KMS

Office: 1 (Gulfport Divisional
Office)

Case Flag: CrsUpld, RifStay,
DEFER

Filed by Creditor AMERICAN EXPRESS .

Final Docket Text. Review the Final Docket Text; click Next.

File a Claim action:

12-50050-KEMS Albert Desacone

Docket Text: Final Text

Type: bk Chapter: 7 v

Assets:n Judge: KMS

Withdrawal of Claim(s): 1 Filed by Creditor AMERICAN EXPRESS.

Attention!! Submitting this screen commits this transaction. You will have

Office: 1 (
Office)

Case Flag:
DEFER

19|Page



ECF Guide for Limited Users S.D. Miss. Bankruptcy

Step 11  Notice of Electronic Claims Filing screen: Provides a link to the document and case
docket.

File a Claim action:

12-50050-KMS Albert Desacone
Type: bk Chapter: 7v

(Assets:n Judge: KMS

A0 o0

Motice of Electronic Filing

[The following transaction was received from entered on 4/10/2013 at 4
[Case Name: Albert Desacone

ICase Number: 12-50050-KMS

|Document Number: §

Docket Text:
Withdrawal of Claim(s): 1 Filed by Creditor AMERICAN EXPRESS.

Assignment/Transfer of Claim

Step 1 Log into ECF. See Section 2
Step 2 From the main menu bar, click Bankruptcy

Bankruptcy ~ Adversary - Reports ~ Utilities ~ Search

Step 3 Under Bankruptcy event category select Claim Actions

IBankruptcy Events
Claim Actions <—

File Claims
Creditor Maintenance...
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Step 4 Select Transfer of Claim (no Waiver) when the agreement is not signed by the
transferor and transferee or when a waiver is not attached.

Select Transfer of Claim (with Waiver of Notice) when transferor and transferee
signed the transfer or when a signed waiver is attached to the transfer.

Click Next.

File a Claim action

1250013 Joseph Wayne Sample and Sarah Lynn Sample

Type:bk Chapter: 13 v Office: 1 (Guifport Divisional Office)
Assetsiy Case Flag: CrsUpld

Start typing to find another event. Hold down Ctrl to add additional items.

Available Events (click to select events) Selected Events (click to remove events)
Certificate of Service (Use Only for Rule 3002.1 Events) Transfer of Claim {no Waiver)
Creditor Reguest for Motices
Motice of Changs of Address

Notice of Mortgags Payment Changs
Natice of Mortgage Payment Change (No Proof of Claim Filed)
Motice of Postpetition Mortgage Fess, Expenses, and Charges
Notice of Postpetition Mortgage Fess, Expenses, and Changes (Mo Proof of Claim
Filed)
Objection to Claim
Objection to Transfer of Claim
Reaffirmation Agresment
Reaffirmation Agreement Cover Shest
Reclzzzify Claims
Respons= to Notice of Final Cure Payment Rule 30021
Response to Motice of Final Cure Payment Rule 3002.1 (Mo Proof of Claim Filed)
Eatisiaction of Claim
ransfer of Claim (no Waiver)
Transfer of Claim (with Waiver of Notice)
‘Withdraw Motice of Fostpetition Mortgage Fess, Expenses, & Charges
Withdrawal of Claim
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S.D. Miss. Bankruptcy

Step 5

Do not select an attorney; Click Next

File a Claim action:

12-30013 Joseph Wavne Sample and Sarah Lynn Sample
Type: bk Chapter: 13 v
Assets:y Case Flag: CrsUpld

Select any additional attornev(s)

rice, tonya [Debtar]
rice, tonya [Jaoint Debtor]

Click an attorney o see the party s/he represenis
[tvpe of party shown in brackets]

Pop up dialog box appears, stating you have not selected an attorney, click OK.

-

The page at https://ecf-train.mssb.uscourts.gov says: |

j. Mote you have not selected an attorney.
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Step 6

Step 7

Select the Party: Select the party filing the transfer of claim. If the party is not listed,
select Add/Create New Party.

File a Claim action:

12-30013 Jozeph Wayne Sample and Sarah Lytn Sample

Type: bk Chapter: 13 v Office: 1 (Guifport Divisional Office)
Assetsiy Case Flag: CrsUpld
Select the Party:
ABC Rental, [Creditor] Add Create New Party

Carr Fine Jewelry, [Creditor]
Portfolio Recovery, [Creditor]
Sample, Joseph Wayne [Debtor]
Sample, Sarah Lynn [Joint Debtor]
Woodring, Zane [U.S. Trustee]

Add/Create New Party: Search for party name.

If the creditor is not listed exactly as it appears on your transfer of claim, click Create
new party.

Search for a party
SSN/ITIN Tax ID / EIN
Last/Business name (GE Capital Retail

First Name

Middle Name

Search | | Clear |

Party search results
GE Capital, Becket & Lee

Select name from list | | Create new party
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Step 8 Create a new party. Enter the creditor’s *name and address; select Creditor (cr:cr)
from the Role pick list; click Submit.

*always input the business name in the “last name” field.

Party Information
Lastname GE Capital Retail First name
Middle Generation Title
name
SSNATIN 900000000 TaxIEIN 121234367
Office ecovery Management Systems Address1 25 SE 2nd Ave Suite 1120
Address 2 Address 3
City Miami State FL Zip 33131
County v Country
Phone Fax
E-mail
Role Creditor (crecr} v
Party text
| Submit || Cancel || Clear|| Corporate parent / affiliate.... |
Step 9 Select the Party: Select the party filing the transfer of claim, click Next.
File a Claim action:
12-50013 Joseph Wayne Sample and Sarah Lynn Sample
Type: bk Chapter: 13w Office: 1 (Gulfport Divisional Office)
Assets:y Case Flag: CrsUpld
Select the Party:
GE Capital Retail. [Credita Add/Create New Party

ABC Rental, [Creditor]

Carr Fine Jewelry, [Creditor]
Partfolio Recovery, [Creditor]
Sample, Joseph Wayne [Debtor]
Sample, Sarah Lynn [Joint Debtor]
Woodring, Zane [U.S. Trustee]
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S.D. Miss. Bankruptcy

Step 10

Step 11

Browse and attach the PDF document associated with the transfer of claim; click

Next.

Note: Always review PDF documents before uploading in the system. The PDF

should only contain the document you are filing.

File a Claim action:

12-50013 Joseph Wawvne Sample and Sarah Lynn Sample

Type: bk Chapter: 13 v
Assets: vy Case Flag: CrsUpld
Filename

les\PDF DocumentsiTransfer of Claim_pdf

Attachments to Document: '@ No Yes

Office: 1 (Guifport Divisional Office)

Select the claim being transferred; click Next.

File a Claim action:

12-50013 Joseph Wayne Sample and Sarah Lynn Sample
Type:bk Chapter: 13 v
Assets:y Case Flag: CrsUpld

Select claim(s) from st
Claims Selected: 3

Creditor name Claim #
ABC Rental  (14903)

Carr Fine Jewelry  (14188)
Sallie Mae Servicing  (14200)
Smith's Goods  (14906)

[ R

Office: 1 (Gulfport Divisional Office)

Amount claimed  Date filed
$500.00 05/06/2013
$600.00 05/08/2013

$25.000.00 05/08/2013
$1,000.00 05/07/2013
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Step 12 Select Transferred from the pick list; click Next.

File a Claim action:

12-50013 Joseph Wayne Sample and Sarah Lynn Sample
Type: bk Chapter: 13+ Office: 1 (Guifport Divisional Office)
Assets:y Case Flag: CrsUpld

Claim No. 3: Status Amendment

Disallow
Expunge

Reclassi
Transferrad

Withdrawn -

»

m
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Step 13 Transfer type. Select the Rule 3001 type from the Transfer of Claim.

Search for transferee. Click Search Creditors, if the creditor is not listed exactly
as you entered in Step 8 and as listed on the Transfer of Claim, select Add New
Creditor.

File a Claim action:

12-30013 Joseph Wayne Sample and Sarah Lynn Sample
Type: bk Chapter: 13 v Office: 1 (Gulfport Divisional Office)

Assets:y Case Flag: CrsUpld

Transfer type  3001(e)1  ©3001(e)2 (3001()3 3001 (e)4

Search for transferee | Search Creditors | | Add MNew Creditor

Transferee selected GE Capital Retail c/o Recovery Management Systems,25 SE 2nd Ave Suite 1120, Miami, FL 33131

Search for transferor | Search Creditors |

Transferor selected

Claim number

Search for transferor Search Creditors

Transferor selected

Claim number

Search for transferor Search Creditors

Transferor selected

Claim number

| Transfer More Claims

Add new creditor name and addrezs

MName may be 50 characters. Address may be 5 ines, 40 characters each.

GE Capital ERetail -
oo Recovery Management Systems

25 BE 2nd Awe Suite 1120

Miami, FL 33131

Submit | | Close |
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Step 14 Search for transferor. Click Search Creditors. Select the creditor/owner of the
claim being transferred. (Claim number appears at the end of the creditor’s address)

MNo search clues entered.

Select creditor

Citibank WISA.PD Box 198, Sioux Falls. 5D 57188-1234 -
I|| Davis Department Store,PO Box 909, Portland, OR 87655
Debbie's Catering.121 Augusta Lane, Suite 8. Park Ridge, IL 60356
Don's Lawns. 1340 Green Bay Foad. Suite 963, Kenosha, VW 67896
First City Bank, 560 Michigan Avenue, Chicago, IL 60604
GMAC Finance, 1700 Greenbay Road, Wilmette, IL 63221
Honda Finance,1323 Santa Vista, Orosi, CA 93647
IRS 230 5. Dearborn St_, Chicago, IL 60604
Jan and Elwood Smith,230 S. Dearborn St., Chicago, IL 60604
Minor Child, 143 VW Arthur Blvd_, Chicago, IL 60657
q.P. 0. Box 9532, Wilkes Barre, PA 18773-8532 (Claim # 3

m

-

Sallie Mae Ser‘-ﬂu:lng P.O. Box 9532, Wilkes Barre, PA 18773-9532

Il Smith's Goods 456 Oak Street, Mytown, MS 39001

Smith's Goods,654 Pine Street, Yourtown, MS 39002 (Claim # 2)

Smith's Goods, 654 Pine Street, Yourtown, M3 39002 -

[ Select ] [ Close ]

The claim number automatically populates when the transferor is selected. Click
Next.

File a Claim action:

13-30013 Joseph Wayne Sample and Sarah Lynn Sample
Type: bk Chapter: 13 v Office: 1 (Guifport Divisional Office)
Assets:y Case Flag: CrsUpld

Transfer type (/3001 ()1 @ 3001(e)2 (1 3001(e)3 (3001 ()4
ype

Search for transferee ’ Search Creditors ] ’ Add New Creditor

Transferee selected GE Capital Retail /o Recovery Management Systems 25 SE 2nd Ave Suite 1120, Miami, FL 33131

Search for transferor l Search Creditors l

Transferor selected Sallie Mae Senvicing

——> Claim number 3

Search for transferor Search Creditors

Transferor selected

Claim number

Search for transferor Search Creditors

Transferor selected

Claim number

[ Transfer More Claims
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Step 15 Click Next to continue.

File a Claim action:

12-50013 Joseph Wayne Sample and Sarah Lynn Sample
Type: bk Chapter: 13 v
Assetsty Case Flag: CrsUpld

Office: 1 (Gulfport Divisional Office)

Step 16 Final Docket Text. Review the Final Docket Text, click Next to continue.

File a Claim action:

12-30013 Joseph Wayne Sample and Sarah Lynn Sample
Type: bk Chapter: 13 v
Assetsiy Case Flag: CrsUpld

Office: 1 (Guifport Divisional Office)

Docket Text; Final Text

Transfer of Claim (Mo Waiver) Transfer Agreement 3001 (e} 2 Transferor: Sallie Mae Servicing
(Claim No. 3) To GE Capital Retail Fee Amount $25 Transfer Agreement 3001 (e) 2 Transferor:

Sallie Mae Servicing (Claim No. 3) To GE Capital Retail Filed by Creditor GE Capital Retail.
[Hfifteen, Limited)

Attention!! Submitting this screen commits this transaction. You will have no further opportunity to modify this
submission if you continue.
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Step 17

S.D. Miss. Bankruptcy

Summary of current charges Screen: Screen displays a summary of current
charges incurred. You may select Pay Now to pay or select Continue Filing to pay
all incurred filing fees at the end of the day.

Note: Until all fees are paid, the “Summary of current charges” window will appear
each time a document is filed.

File a Claim action:

1250013 Joseph Wayne Sample and Sarah Lynn Sample
Type: bk Chapter: 13 v Office: 1 (Gulfport Divisional Office)
Assets:y Case Flag: CrsUpld

TU.5. Bankruptcy Court [TRAIN]

Summary of current charges

Dat= Incumed Diescription Amaount
Noti  2012-05-08 14:28:18 Transfer of Claim (No Waiver){12-50013) [claims, treimna] { 25.00) $25.00
Total: § 25.00
The
Casi
Casi
Doc

Docl
Tran
$25°
(Hfif

The

Docr
Orig
Elec
[ST!
41c5
0704

Pay Mow ] | Continue Filing

125

To pay now, check the box for the fee; click Next.

Internet Payments Due

Select all

Check Fees to Pay Date Incurred Description Amount
- 2013-03-08 14:26:16 Transfer of Claim (No Waiver)(12-30013) §23.00
[claims.trelmna] ( 23.00)

Click Pay Now.

Internet Payments Due

Date Incurred Description Amount
2013-05-08 14:26:16 Transfer of Claim (No Waiveri12-30013) [claims.trelmno] ( 25.00) 5 25.00
Total: $25

Pay Mow

See Section 4 ECF Payment of Filing Fees to review the process for paying filing fee
online.
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Step 18 Notice of Electronic Filing. Provides a link to the document and to the case docket.

File a Claim action:

12-50013 Joseph Wayne Sample and Sarah Lynn Sample
Type: bk Chapter: 13 v Office: 1 (Gulfport Divisional Office)

Assets:y Case Flag: CrsUpld
U.5. Bankruptey Court [TRAIN]
Southern District of Mississippi

Notice of Electronic Filing

The following transaction was received from entered on 5/8/2013 at 2:26 PM CDT and filed on 5/8/2013
Case Name: Joseph Wayne Sample and Sarah Lynn Sample

Case Number: 12-50013

Document Number: 10

Docket Text:
Transfer of Claim (No Waiver) Transfer Agreement 3001 (¢) 2 Transferor: Sallie Mae Servicing (Claim No. 3) To GE Capital Retail Fee Amount
523 Transfer Agreement 3001 (¢) 2 Transferor: Sallie Mae Servicing (Claim No. 3) To GE Capital Retail Filed by Creditor GE Capital Retail.

(Hififteen, Limited)
The following document(s) are associated with this transaction:

D t description:Main Document

Original filename:Transfer of Claim pdf

Flectronic document Stamp:

[STAMP bkecfStamp_ID=1059393727 [Date=3/8/2013] [FileNumber=76439-0] [
4154791898 dee Tibd0f8393bf58138826ef8d410ddale2b246bed 1abTal8dB1c4d2
070423% 544 d65a1908f5 d2fc070c0880de1752684ae325284eb3419]]

12-50013 Notice will be electronically mailed to:

tonya rice on behalf of Debtor Joseph Wayne Sample
. beecfdocs2@ gmail com;myecfmailtestutah @ zmail com

tonya rice on behalf of Joint Debtor Sarah Lynn Sample
. beecfdocs2@ zmail com;myecfmailtestutah @ zmail com
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Reaffirmation Agreements

Step1l Loginto ECF. See Section 2
Step 2  From the main menu bar, click Bankruptcy

Bankruptcy ~ Adversary - Reports ~ Utilities ~ Search

Step 3 Under Bankruptcy event category select Claim Actions

Bankruptcy Events
Claim Actions <——

File Claims

Creditor Maintenance. .

Step 4 Input Case Number, click Next

File a Claim action

Case Number
1:12-bk-50050

| Mext | | Clear |
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Step 5 Select Reaffirmation Agreement; click Next.

EECF Bankruptcy - Adversary ~ Query Reports ~ Utilities -

File a Claim action
12-50050-EMS Albert Desacone

Tvpe: bk Chapter: 7v Office: 1 (Guifport Divisional
Office)

Assetsin Judge: KMS Case Flag: CrsUpld, RifStay,
DEFER

Start typing to find another event. Hold down Ctrl to add additional items.

Available Events (click to select events) Selected Events (click tq
Notice of Postpetition Mortgage Fees, Expenses, and Charges - |Reafﬁrmati0n Agreement
Notice of Postpetition Mortgage Fees, Expenses, and Charges (No Proof of Claim

Filed)

Objection to Claim

Objection to Transfer of Claim

Reafirmation Agreement Cover Sheet

Reclassify Claims

Response to Notice of Final Cure Payment Rule 30021

Response to Notice of Final Cure Payment Rule 3002.1 (Mo Proof of Claim Filed)
Satisfaction of Claim

Transfer of Claim (no Waiver)

Transfer of Claim (with Waiver of Notice)

Withdraw Notice of Postpetition Mortgage Fees, Expenses, & Charges
Withdrawal of Claim

Step 6 Click Next.

EECF Bankruptcy ~ Adversary - Query Reports ~ Utilities

ile a Claim action:

12-30050-KMS Albert Desacone

[Type: bk Chapter: 7 v Office: 1 (Gulfport Divisional
Office)

|Assets:n Judge: KMS Case Flag: CrsUpld. RifStay,
DEFER
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Step 7 Do not select an attorney; click Next

File a Claim action:

12-50050-KMS Albert Desacone
Type: bk Chapter: Tv

Assetsin Judge: KMS

|Select any additional attorney(s)

-

Derouen, Collette [Debtor]
Test, Attorney [Creditor]

Click an attorney to see the party s'he represents
[tyvpe of party shown in brackets]

Pop up dialog box appears, stating you have not selected an attorney, click OK.

-

The page at https:/fecf-train.mssb.uscourts.gov says: | 2 |

1 Mote: you have not selected an attorney.
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Step 8

Step 9

Step 10

S.D. Miss. Bankruptcy

Select the Party: Select the creditor/party filing the reaffirmation agreement. If the
creditor/party is not listed, select Add/Create New Party.

File a Claim action:

12-50050-KMS Albert Desacone

Type: bk Chapter: 7 v

Assets: n Judge: KMS

Select the Party:

Desacone, Albert [Debtor] + | Add/Create New Party
Lentz, Kimberly R. [Trustee]
MNewton Used Cars. [Creditor]
Woodring, Zane [U.S. Trustee]

Mext

Clear

Add/Create New Party: Search for party name. If the creditor is not listed exactly as it

appears on the reaffirmation agreement click Create a New Party.

Search

Last/Business name Safeco
First Name

Middle Name

for a party
SSN/ITIN

| Search || Clear |

Create a new party. Enter the creditor’'s *name and address and select Creditor (cr:cr)

from the

Role pick list; click Submit.

*Always input the business name in the “Last name” field.

Last nama

SSNATIN
Office

Address 2
City
County
Phone
E-mail
Rale
Party text

Farty Information

Safeco First name

12-1254567

Address 1 515 Jackson Street

Hazlehurst State MS

Craditor (cr.er) -

| Submit || Cancel || Clear || Corporate parent/ affiliate...

Zip 29083
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Step 11  Select the Party: Select the creditor/party filing the reaffirmation agreement, click Next.

File a Claim action:

12-50050-KMS Albert Desacone
Type: bk Chapter: 7 v

Assets:n Judge: KMS

Select the Party:

Safeco, [Creditol
Desacone, Albert [Debtor]
Lentz, Kimberly R. [Trustee]
Newton Used Cars, [Creditor]
Woodring, Zane [U.S. Trustee]

Add/Create New Party

Browse and attach the PDF document* associated with the reaffirmation agreement; click
Next.

*A reaffirmation agreement cover sheet is required to be filed at the time the reaffirmation
agreement is filed. The cover sheet may be included with the reaffirmation agreement
PDF document as the first two pages or filed as an attachment to the reaffirmation
agreement.

Note: Always review PDF documents before uploading in the system. The PDF should
only contain the document you are filing.

File a Motion:

12-50050-KMS Albert Desacone

Type: bk Chapter: Tv Office: 1 (Gulfport Divisional
Office)

Assets:n Judge: KMS Case Flag: CrsUpld, RifStay

Filename

Attachments to Document: @ No Yes
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Step 12

Step 13

S.D. Miss. Bankruptcy

Refer to existing event(s): Check this box if this is an Amended Reaffirmation Agreement;

click Next.

File a Claim action:

12-50050-KMS Albert Desacone

Type: bk Chapter: 7v
Assets:n Judge: KMS
["| Refer to existing event(s)?

Enter the Creditor name and description of property being reaffirmed; click Next.

File a Claim action:

12-50050-EMS Alberi Desacone
Type: bk Chapter: 7 v

Assets' n Judge: KMS

[Enter Creditor Named in This Agreement: Safeco

Q0 909

I[Enter description of property: personal property
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Step 14 Is the Certification of Debtor's Attorney, Part IV, signed by the attorney for the
debtor? Review part IV and make the appropriate selection; click Next.

EECF Bankruptcy - Adversary - Query Reports ~ Utilit
File a Claim action:

12-50050-KMS Albert Desacone

Type: bk Chapter: 7 v Office: 1 (Gulfport Divisional
Office)

Assets'n Judge: KMS Case Flag: CrsUpld, RifStay,
DEFER

Is the Certification of Debtor’s Attorney, Part IV, signed by the attorney for the dehtor?

Step 15  Is there a Presumption of Undue Hardship? Select Yes or No; click Next.

ECF Bankruptcy ~ Advers

~ile a Claim action:

1 2-50050-EMS Albert Desacone
Tvpe: bk Chapter- 7 v

Bssets: n Judge: KMS

Is there a Presumption of Undue Hardship?
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Step 16

Docket Text. Review the docket text. If any information is not correct, abort the
transaction by clicking on any option from the CM/ECF main menu bar.

When filing an amended reaffirmation agreement select “Amended” from the drop down
list. You may include any additional text in the text box; click Next to continue.

ECF Bankruptcy ~ Adversary ~ Query Reports ~ Utilities ~ Search

ile a Claim action:

2-50050-KMS Albert Desacone

[ype: bk Chapter: 7 v Office: 1 (Guifport Divisional
Office)

Assets: n Judge: KMS Case Flag: CrsUpld, RifStay,
DEFER

Docket Text: Modify as Appropriate.
i~ Reaffirmation Agreement between Debtor and Safeco for: personal property I
“ r Safeco . (Creditor, Creditor)

Agreed

Alias
Emergency

Ex Parte
Expedited
Fifth

Final B
First

Fourth

Interim
Intervenor's
Joint

Omnibus
Opposition
Proposed
Sealed

Second

Sixth -

Final Docket Text. Review the final docket text; click Next to continue.

File a Claim action:

12-50050-EMS Albert Desacone

Type: bk Chapter: 7v Office: 1 (Gulfport Divisional
Office)

Assets: n Judge: KMS Case Flag: CrsUpld, RlfStay,
DEFER

Docket Text: Final Text
Reaffirmation Agreement between Debtor and Safeco for: personal property Filed by Creditor Safeco.

Attention!! Submitting this screen commits this transaction. You will have no further opportunity to modify this sy

Clear
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S.D. Miss. Bankruptcy

Step 17

Notice of Electronic Filing screen: Provides a link to the document and to the case docket.

File a Claim action:

12-30050-KMS Albert Desacone

Type: bk Chapter: 7v Office: 1 (Gulfport Divisional
Office)

Assetstn Judge: KMS Case Flag: CrsUpld. R1fStay.
DEFER

[Notice of Electronic Filing

IThe following transaction was received from entered on 4/10/2013 at 3:17 PM CDT and filed on 4/10/
(Case Name: Albert Desacone
(Case Number: 12-50050-EMS

Document Number: 7

[Docket Text:
[Reaffirmation Agreement between Debtor and Safeco for: personal property Filed by Creditor Safeco.

IThe following document(s) are associated with this transaction:

IDocument description:Main Document
|Original filename:Test doc.pdf
lectronic document Stamp:
[STAMP bkecfStamp ID=1059593727 [Date=4/10/2013] [FileNumber=76154-0]
[6d370c2514518b6bac3c20d55aa% 25 eceadfOfd 16013 7{8cad0f6f6293a8f1c 824
932ad125fclaa3ed41bb1b293426a20£55058dc6dTceceedef17124]]
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Creditor Request for Notices

Stepl Log into ECF. See Section 2
Step 2  From the main menu bar, click Bankruptcy

Bankruptcy ~ Adversary ~

Reports ~ Utilities ~ Search

Step 3  Under Bankruptcy event category select Claim Actions

Bankruptey Events

Claim Actions

File Claims
Creditor Mamtenance. ..

Step4  Select Creditor Request for Notices; click Next.

File a Claim action

12-30013 Joseph Wayne Sample and Sarah Lynn Sample
Type:bk Chapter: 13 v

Office: 1 (Gulfport Divisional Office)
Assetsiy Case Flag: CrsUpld

Start typing to find another event. Hold down Ctrl to add additional items.
Available Events (click to select events)

Selected Events (click to remove events)
icate of Sarvice (Uss Onby for Rule 3002.1 Events) Creditor Reguest for Notices
editor Request for Motices
Motice of C
Motice of Mol Fayment Change
Notice of Mo

Fess, Expenses, and

ion to Transfer of Claim
‘mation Agresment
mation Agreement Cover Shest

Reclzzsify Claims

Response to Motice of Final Cure Payment Rule 3002.1

Response to Motice of Final Cure Payment Rule 3002.1 (Mo Proof of Claim Filed)
Satisfaction of Claim

r of Claim {no Waiver)

r of Claim {with Waiver of Notice)

Maotice of Postpetition Mortgage Fees, Expenses, & Charges

| of Claim
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S.D. Miss. Bankruptcy

Step 5

Click Next.

File a Claim action:
12-50013 Joseph Wayne Sample and Sarah Lynn Sample

Type: bk Chapter: 13 v
Assets:y Case Flag: CrsUpld, REAF

Do not select an attorney; click Next.
File a Claim action:

12-50013 Joseph Wayne Sample and Sarah Lynn Sample
Type: bk Chapter: 13 v
Assets: ¥ Case Flag: CrsUpld. EEAF

Select any additional attorney(s)

rice, tonya [Debtor]
rice, tonya [Joint Debtor]

Click an attorney fo see the party s'he represenis
[type of party shown in brackets]

Office: 1 (Guifport Divisional Office)

Office: 1 (Guifport Divisional Office)

A pop up dialog box appears stating you have not selected an attorney; click OK.

-

Message from webpage

|'\

! h Mote: you have not selected an attorney.
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S.D. Miss. Bankruptcy

Step 6

Select the Party. Select the party filing the request for notices. If the party is not listed, select

Add/Create New Party.

File a Claim action:

12-30013 Joseph Wavne Sample and Sarah Lynn Sample

Type: bk Chapter: 13 v
Assets:y Case Flag: CrsUpld, REAF
Select the Party:
ABC Rental, [Creditor] Add/Create New Party

Carr Fine Jewelry, [Creditor]

GE Capital Retail, [Creditor]
Fortfolio Recovery, [Creditor]
Safeco, [Creditor]

Sample, Joseph Wayne [Debtor]
Sample, Sarah Lynn [Joint Debtor]
Waoodring, Zane [U.5. Trustee]

Office: 1 (Gulfport Divisional Office
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Step 7

Add/Create New Party: Search for party name. If the creditor is not listed exactly as it
appears on the request click Create a New Party. Enter the creditor's name and address and
select Creditor (cr:cr) from the Role pick list; click Submit.

Last name Green Tree Senvicing LLC First name
ﬂ: Generation Title
SSNATIN 553-55-5959 Tax /EIN 12-1234567
Office Address 1 PO Box 6154
Address 2 Address 3
City Rapid City State SD Zip 57709
County - Country
Phone Fax
E-mail
Role v
Party text
’ Submit ] ’ Cancel ] [ Clear] l Corporate parent / affiliate. .. ]

Select the Party: Select the party filing the request; click Next.

File a Claim action:

12-30013 Jozeph Wavne Sample and Sarah Lynn Sample

Type:bk Chapter: 13 v Office: 1 (Gulfport Divisional Office)
Assets:y Case Flag: CrsUpld, REAF

Select the Party:

[ e e ] ~  AddCreate New Party
ABC Rental, [Creditar]

Carr Fine Jewelry, [Creditor]

GE Capital Retail, [Creditor]
Portfolio Recovery, [Creditor]
Safeco, [Creditor]

Sample, Joseph Wayne [Debtor]
Sample, Sarah Lynn [Joint Debtor)

m

1
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S.D. Miss. Bankruptcy

Step 8  Attach the PDF document associated with the request; click Next.
Note: Always review PDF documents before uploading in the system. The PDF should only
contain the document you are uploading.
File a Claim action:
12-50013 Joseph Wavne Sample and Sarah I ynn Sample
Type: bk Chapter: 13 + Office: 1 (Guifport Divisional Office)
Assetsiy Case Flag: CrsUpld. REAF
Filename
Attachments to Document: @ No Yes
Step 9  Docket Text. Review the docket text; click Next to continue. If any of the information is not
correct, abort the transaction by clicking on any option from the CM/ECF main menu bar.
File a Claim action:
12-50013 Joseph Wayne Sample and Sarah Lynn Sample
Type: bk Chapter: 13 v Office: 1 (Gulfport Divisional Office)
Assets:y Case Flag: CrsUpld, REAF
Docket Text: Modify as Appropriate.
Creditor Request for Notices Filed by Creditor Green Tree Servicing LLC.
(Hfifteen, Limited)
Step 10

Final Docket Text. Review the Final Docket Text, click Next to continue.
File a Claim action:

12-50013 Joseph Wayne Sample and Sarah Lynn Sample
Type: bk

Assetsiy

Chapter: 13 v

Office: 1 (Gulfport Divisional Office)
Case Flag: CrsUpld, EEAF

Docket Text: Final Text

Creditor Request for Notices Filed by Creditor Green Tree Servicing LLC. (Hfifteen, Limited)

Attention!! Submitting this screen commits this transaction. You will have no further opportunity to modify this
submission if vou continue.

45| Page



ECF Guide for Limited Users S.D. Miss. Bankruptcy

Step 11

Notice of Electronic Claims Filing screen: Provides a link to the document and to the case
docket.

File a Claim action:

12-50013 Joseph Wayne Sample and Sarah Lynn Sample
Type: bk Chapter: 13 v Office: 1 (Guifport Divisional Office)
Assets:y Case Flag: CrsUpld, EEAF

U.5. Bankruptcy Court [TRAIN]
Southern District of Mississippi

Notice of Electronic Filing

The following transaction was received from entered on 5/8/2013 at 3:19 PM CDT and filed on 3/8/2013
Case Name: Joseph Wayne Sample and Sarah Lynn Sample

Case Number: 12-30013

Document Number: 12

Docket Text:
Creditor Request for Notices Filed by Creditor Green Tree Servicing LLC. (Hfifteen, Limited)

The following document(s) are associated with this transaction:

Document description:Main Document

Original filename:Exhibits pdf

Electronic document Stamp:

[STAMP bkecfStamp [D=1039393727 [Date=3/8/2013] [FileNumber=76443-0] [
blfi143af835c316d30eei1abic14dbd823650da02544 23898 cccdbdbebitbbabld
38f672a88ad3bfP80d3ch2ded2 efcdlelc2 eacd 31cdi4 7967 2eablcfb]]

12-50013 Notice will be electronically mailed to:

tonya rice on behalf of Debtor Joseph Wayne Sample
. beecfdocs2@ gmail com;myecfmailtestutah@ gmail com

tonya rice on behalf of Joint Debtor Sarah Lynn Sample
. beecfdocs2 @ gmail com;myecfmailtestutah@zmail com
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Section 4

ECF Payment of Filing Fees (Pay.gov)

Registered ECF Users must pay filing fees for all ECF transactions through Pay.gov, an
online payment portal for public access to federal agency services.

Filing fees must be paid the same day the ECF filing transaction is submitted. If a
registered ECF user’s account balance is not settled by midnight, the ECF system will
prevent the user from filing until the outstanding balance is paid.

Payment Process:

Summary of current charges Screen: Click Pay Now
File a Claim action:

12-50013 Joseph Wayne Sample and Sarah Lynn Sample
Type: bk Chapter: 13 v Office: 1 (Gulfport Divisional Office)
Assets:y Case Flag: CrsUpld

U.5. Bankruptcy Court [TRAIN]

Summary of current charges

Drate Incurred Description Amount
Noti  2013-05-08 14:26:16 Transfer of Claim (Mo Waiverl(12-50013) [claims. treimno] { 25.00) $25.00
Total: § 25.00
The
Cas
Cas
Do

Docl
Tran
$25°
(Hfif

The

Doc
Orig
Elec
[ST#
41c3
0704

Pay Mow ] | Continue Filing

12-5

Check the box for fees to pay; click Next.

Internet Payments Due

Select all
Check Fees to Pay Date Incurred Description Amount
- 2013-03-08 14:26:16 Transfer of Clam (No Watver){12-50013) §25.00
[claims. trelmno] ( 23.00)
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Click Pay Now
Internet Payments Due

Date Incurred Description Amount
2013-05-08 14:26:16  Transfer of Claim (No Waiver){12-50013) [claims.trclmne] { 23.00) 5 235.00

Total: $25

Step 1 — Online Payment Process
e Fields followed by an asterisk (*) are required.

e “Account Holder Name,” “Billing Address,” and “Zip Code” default to the user account
information in ECF.

¢ Changing the information in any of these fields does not change the user's ECF account.

Online Payient Befurn to your originading spplication
Step 1: Enter Payment Informatien 1|2
Pay Via Plastic Card (PC) (ex: American Express, Discover, Mastercand, WISA)

"
Required fields are indicate d with a red asterisk

Account Helder Name: -John Do ’:{_
Paymeant Amauniz 53000
Billing Ad dress: 1256 2Eth Strect f—
Billing Address 2=
Citys
State | Province: hiszissippi - biS |
Fip / Postal Codes 33225
Couniy: Liniled Stales - | “*_
VisA e ougmen
Card Type: iza = '= ahlEs ™S —
Card Humber:z 411111 ¥ iard vt b value showld mal comtir garces o daoie) j——
Security Codes 121 | bob tiing vour soouoy o A
Expivation Dage: 03 k.llEg-DJ_.a_l; | ® —

Select the "Condinue with Plagtic Card Payrnent” bution 1o continue to the next step in the Flastic Cerd Payment Process.
I Conlinua with Flaslic Cand Feymant [ Concel

Hote: Flease svoid namgating tha sie using your browsar's Back Bulon - this may lead 10 incomplata data baing fransmitted
and pages being Inaded incorractly. Please use the links providad whenaver possible

e After entering the required information, click the “Continue with Plastic Card Payment” button.
The “Authorize Payment” window will be displayed.
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Step 2 — Authorize Payment

1. Payment Summary: Review information for accuracy. Click “Edit this Information” to make
changes.

2. Email Confirmation Receipt (Optional): Enter an email address to receive confirmation receipt of
payment. Enter the same email address in the “Confirm Email Address” field.

3. Authorization and Disclosure: Select the check box to authorize charges to your credit card.

4. Submit Payment: Click the “Submit Payment” button once. Pressing the button more than
once could result in multiple charges to your credit card.

online Paymant Befum o your oeigingfing sppicalion
Step I. Autherize Payment = 112
Faymen Sumimary 1 :)
Address Information Account nformation FPayment lifeimation
Becount “n'd“,]d'm Dos Cand Types Yiza Fagment Smoung (20,0
Hama: Cand Munilb es: 111 Tiamwsaction Dawe (31 22012 1585
1256 2Sih amd Tima: EOT

Billing Addiess Shast
Billing Aalddress 22
City:

State ! Provinee: S

Zip " Postal Coale: 39325

Commry: EA

Emuail Confismation Racaipt

To hawe 3 confimnation serd ko you upon complation of this transaclion, provide an email address and confrmalion balow

Email dddress: iohndoa@gmail com —

Canfirm Emall Address; iohrdos@gmail o k_zjl

e Smmarmie muliale swail sddwsmr with #
" e

Authorization and HNsclosure
Requlied fields ane lndicated with a red asteibss
| authorize a charge 1o my card accound for the abowe amourd in accordance with my card i=suer sgre=ment EI-’I: -—@

Prass iha “Submit Paymaent® Bulton only once. Pessing iba bulton mane than once could resull in mdtiple transaclions
(’M| Submit Payment J Canoe| J
S

Hote: Please awid rﬁng;ng the zite using your biowsers Back Button - this meay lead 10 incormplele dala being trarsmitied
and pages being losded incorreclly. Please use the links provided vehenerer possible.

5. Payment Confirmation:

After the transaction has processed, a transaction confirmation screen will appear that provides the
transaction number and description of the fee paid. ECF will automatically docket the filing fee receipt
to the case docket.
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6. Printing a Receipt:

The transaction screen has a link for printing the receipt. Printing a copy of the receipt for your
records is recommended. If you provided an email address in the “Email Confirmation Receipt”
section, you will receive a receipt via email from Pay.gov.

T7.5. Banlampicy Conrt [TEST]
Southern Districe of Mississippi

Thank wou| Feur franzaction in the ameunt of § 176 .00 has been completed.

Please prmt @ copy of yeur ransachion receipt for future reference [The trensachon mmber 15 1611

[Detaal deseaiption:
[Wobcn for Eelimf From Stae(12-00001-ee) [mobommrifety] [ 176.00]
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Section 5

Query

The Query function allows the user to view a variety of data categories and reports for
individual cases, such as docket report, filers, or associated cases. Note: Searching by
name is NOT case sensitive.

To enter a query, click Query from the ECF Menu bar.

ECF opens the PACER Login screen. You must enter your PACER login and password
before ECF permits you to query the ECF database.

Note: Your PACER login and password are different from your ECF login and password.
You must have a PACER account in order to retrieve, view, and print certain
documents.

After you enter your PACER login and password, ECF opens a Query data entry
screen.

EE c F Bankruptcy ~ Adversary ~ Reports Utilities ~ Search
Logout
Query
Warning: you will be hilled for the total number of pages (this report is not subject to the 30-page limit on PACER
charges).
Search Clues Mobile Gue
Caze Number
Last / Business Mame {Examples: Desato, Des™f)
First Name Middlle Mame
55N / ITIN Tax D/ EIN
Type Open cases Closad cases
Filed Date | T to |
Last Entry Date | j to | j
rf;“;if;,g"it 01 (Determination of remaved claim or cause) -
cases onhy) 02 (Other (e.g. other actions that would have been brought in state court if unrelated to bankruptcy)) (5
11 (Recovery of money/property - 542 turnover of property)
12 (Recovery of money/property - 547 preference) -

Run Query | | Clear|
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You may query the ECF database by:

» case number

* last name

» Social Security number

* Tax ID Number or Employer Identification Number

To Search by Case Number:

* If you know the case number, enter the number in the Case Number field
(formatted xx-xxxxx) and click the {Find This Case} button. Then click the {Run
Query} button. ECF displays the Query screen.

To Search by Name:

Enter the last name of the person in the Last/Business Name field. At least two letters
are required unless the person whose name is being searched has a single-character
last name, in which case only exact matches are returned. If the individual is a party to
more than one case, ECF will display a screen listing all of the party’s cases. Click the
case number and ECF displays the query screen.

Query Screen:

Bankruptcy ~ Adverzary ~ Reports ~ Utilities - Search

Logout

12-00031 John Doe and Bobby Star
Case type: bk Chapter: 7 Asset: No Vol: v
Date filed: 11/16/2012 Date of last filing: 11/16/2012

Mobile Query

Query
Alias Status
Associated Cases Trustee
Attorney View Document
Case File Location Claims Register
Case Summary List of Creditors

Creditor

DeadlineSchedule

Docket Report ...
History/Documents

Motice of Banlruptcy Case Filing
Eelated Transzactions

Alias - Displays aliases for debtor or joint debtor.

Associated Cases — Displays associated cases and other filings by the same debtor(s).
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Attorney - Displays information for attorney who represents parties to the case.

Case File Location — S.D. Miss. Bankruptcy does not currently use this option.

Case Summary - Displays case-specific information. (i.e., office location, pending
status, date filed, trustee, and attorney)

Creditor - Allows for query by Creditor type. Do not use this list for noticing. Use the
“List of Creditors” option for noticing purposes.

Deadlines/Schedule - Displays a list of deadlines for the case. You may sort by using
different fields.

Docket Report - You may select a date range for your docketing report (filed or
entered), as well as a range of document numbers. If you leave the date range fields
blank, ECF will default to the entire docket report. After you have selected the
parameters for your report, click the [Run Report] button. ECF will run your custom
docket report and display it in a window. Click the document number to view the
associated PDF.

Filers - This query lists all filers in the case. Click a filer's name to display a list of
documents filed by that filer. Click the Doc. No. to view the associated PDF. Click the
silver ball to display “Docket Information and Related Docket Entries.”

History/Documents - This selection queries the database for case event history. You
may search by all events (history) or by only events with documents.

e Searching by “all events (history)” will display the entire history report of entries
on the docket.

e Searching by “only events with documents” will only display events with a
document attached.

e Checking the box “Display docket text”, displays the entries and associated
docket text.

After making your selections, click [Run Query]. To view the PDF document, click the
“Doc. No.” hyperlink.

Notice of Bankruptcy Case Filing - Displays the Notice of Bankruptcy Case Filing,
commonly referred to as the “Automatic Stay.”

Party -Displays parties to the case and the name of each party’s attorney.

53| Page



ECF Guide for Limited Users S.D. Miss. Bankruptcy

Related Transactions - Make your selections from the following:

e date range for filed documents (if no date entered, all documents will be listed);

e document number range (if no document number range entered, all documents
will be listed);

e type of document from the drop down list (if no type of document selected, all
documents will be listed);

e pending or terminated documents sorted by:

filed date;
entered date;
document number
Status - Displays a list of pending or terminated status.
Trustee -Displays the case trustee’s information.
View Document - Allows you to view a document or search by a specific document

number. If the document number does not contain a PDF, information will not be
displayed.

Claims Reaqister - The claims register report provides a list of proofs of claims in a case.
Chapter 12 and Chapter 13 proofs of claims filed prior to June 1, 2006 were filed with
the case trustee therefore may be unavailable for viewing in the ECF system.

List of Creditors - Displays the name and address of the parties listed on the mailing
matrix. This query should be used for noticing purposes.

Section 6

Reports

The Reports feature of ECF provides access to the Claims Register. After the user
selects the Reports feature from the ECF Menu bar, the Reports screen is displayed.

When you click Reports, the PACER screen will appear. Enter your PACER login and
password. You may now run the Claims Register.

Claims Reaqister - The claims register report provides a list of proofs of claims in a case.
Chapter 12 and Chapter 13 proofs of claims filed prior to June 1, 2006, were filed with
the case trustee therefore may be unavailable for viewing in the ECF system.
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Section 7

Utilities

Note: The utility options will differ if you are logged in ECF or PACER.

Change Your ECF Password

Password Requirements:

minimum of eight characters;

minimum of one lower case character (a-z);

minimum of one upper case character (A-2);
minimum of one numeric or special character (1-9, or |@#3$%"&*() +_=+) ;

Note: The character order is not relevant.

Step 1

Step 2

Login into CM/ECF. See Section 2

[CMVECF Filer or PACER Login

otice
[This is a Restricted Web Site for Oficial Cout Business caly c v is peokibited and subje . Tile 18 of the U5, Code. All activtics and
faccens attemphs are lopged.
for viewing and
fif vom do ot need fling ies, exter your PACER, legin and pasvword. I yea do not bave 8 PACER login, you may register ooline o it ‘wwew pacer gov.
Instructions for fling:
Enter yous CNECT Ses bogin and pasvword i you are electronically Sling sometbing wih the comt
- IMPORTANT NOTICE OF REDACTION RESPONSIBILITY: AR flers st redact Social Securiy or tampayer
Logia dereific tion srebers, dhates of bith, names of mnoe chdien. and fnsmcial accous members, i complaner with Fed B Bais
P P50 This requirement appiies to all documents. inclading amachments
gy 1 inderstand that, i 1 fle, | mumiz comphy with the redsction rubes. | have read this aotice
Logn | | Clear
Notice

#An access fee of 50.10 per page or 52 40 per document with an andio attachment, as approved by the Judicial Coafierence of the United Seages, will be assessed for access
bo thia service. Fov more information about CMUECF, chck here or contact the PACER Service Conter at ($00) 676-6826,

[CAMECF has been tested and works correctly with Firgfox 3.5, Internet Explorer 7 and §,

Click, “Utilities” from the main menu bar

Bankruptcy - Adversary - Reports ~ Utilities ~ Search Logout

S.D. Miss. Bankruptcy
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Step 3  Click, Change Your Password

Utilities

Your Account
Cha'nge Youw Password
Internet Payments Due
Internet Pavment History
Maintain Your ECF Account
View Your Transaction Log
Your PACER Account...

Enter a new password based on the requirements defined in “Password
Requirements.” Click Submit

Change Your Password
Login cmderouen

Passwords must have at least 8 characters, both uppercase and lowercase letters,
and at least one digit or special characrer (e.g., (@,%, &)

New password

Re-enter new password

Step 4 A screen will appear confirming your password was changed

Change Your Password

Password successfully changed.
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Maintain Your ECF Account

The initial screen displays the user’s basic demographic information such as name,
address, etc.

Maintain User Account

Last name Derouen First name Collette
Middle name Generation
Title Type aty
Office

Address 1 F.O. Box 123

Address 2
Address 3
City Biloxi State M3 Zip 39535
Country County HARRISON-MS (28047) -
Phone Fax
SSN/ITIN Tax ID / EIN
Bar ID Bar status Mail group
Initials cmd DOB AO code Person end date
| Email information... | | Maore user information...

Submit Clear

“Email information” is a utility option used to maintain the registered user’'s emalil
address of record. ECF registered Users are required to maintain a primary email
address.

EE F Bankruptey - Adversary ~ Query Reports ~ Utilities ~ Search Logout 7
Email information for Limited Filer Hnineteen

Primary Reenter

m‘;’::: HXEXXX XEXXXXHxxx@omail.com = ])n:;:i‘i HXEXXX XExXxxxxxx@omail.com £
address
Secondary Reenter
email ~  secondary
address - email
address

Send the notices specified below
to my primary email address

to the secondary addresses

Send notices in cases in which I am involved

Send notices in these additional cases

Send notices for adversary proceedings in which I am directly involved and for their related bankruptcy cases
Send notices for adversary proceedings in which I am directly involved but not for their related bankruptcy cases
You may receive notices for some bankruptcy cases if it is required by the Clerk of Court.

Send a notice for each filing

Send a Daily Summary Report

Format notices HIML
Text
| Return to Account screen | Clear

Note: Notices of Electronic Filing (NEF’s) notification option is not available to ECF
limited users.
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“More User Information” displays basic user information.

EECF Bankruptcy ~ Adversary ~ Query

More User Information for Creditor Creditor
Login creditor Current login 04-22-2013 13:54

Registered Y Create date 09/12/2008
Internet Payment Y Update date 04/22/2013
Groups Claims Last login 04-22-2013 12:10

[See the Utilities menu_for the "Change Your Password'" aption]

| Return to Account screen | | Clear |

Select Submit on the “Maintain User Account” screen to save changes to your ECF
account information.

View Your Transaction Log

The Transaction Log displays transactions made with your ECF account for a specific
calendar period. The information may be sorted by date and time or by case number.

= c - -
UE F Bankruptcy Adversary

View Transaction Log

Entered between |4.-’5.-’2E|13 j and |E.-r 1172013 j
Sort by Date and time ~ -

| Submit | |Clear|
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